UNITED STATES ARMY CONTRACTING
COMMAND, EUROPE

DoD Government Purchase Card Tutorial

The Department of Defense has mandated new training for all Government Purchase Card stakeholders as stated
in the memorandum dated September 27, 2002 and signed by Deidre Lee, Director of Defense Procurement.

The mandatory Government Purchase Card (GPC) Tutorial, presented by the Defense Acquisition University
(DAU), is a web-based training module located at

The training MUST be taken by all new cardholders, approving officials, billing officials and agency
program coordinators. The training is mandatory and must be completed before cards will be issued or
duties assumed. All current card holders and billing officials must complete the tutorial as part of the required
refresher training within 60 days of notification from the Agency Program Coordinator.

The DAU Government Purchase Card Tutorial is the first part of a two part Purchase Card Training program. The
second part being the training provided at the local level to reflect Military Departments, command, agency and
local restriction and procedures. The on-line tutorial should be completed prior to attending the local
training provided by the Regional Contracting Office (RCO).

A course description and instructions for completing the on-line registration and accessing
the course are provided on the following slides.

If you need assistance contact the GPC A/OPC at RCO Wuerzburg at DSN 351-4216.


https://www.atrrs.army.mil/channels/aitas/logon.asp

UNITED STATES ARMY CONTRACTING
COMMAND, EUROPE

DoD Government Purchase Card Tutorial — Cont'd

Description: This self-paced course is comprised of ten lessons that present the mandatory requirements and
other guidelines to consider and apply, as appropriate when utilizing the Government Purchase Card. The DoD
Government Purchase Card Tutorial was developed in order to train Government Purchase Cardholder and Billing
Official nominees to be at ease with using the Government Purchase Card.

This course is a prerequisite to the cardholder's respective agency specific GPC training provided at the local level
that must be completed prior to issuance of the Purchase Card.

The average cumulative time for course completion is four seat hours. You may take this self-paced course over
time, with the ability to return to the last page you accessed. The course includes periodic review questions and a
post-test. The post-test requires a 100% and may be taken as many times as necessary to obtain a passing
score.

A certificate of completion is available at the conclusion of a successful post-test. Upon earning the
certificate, it is available anytime on-line in your personal student transcript.
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Please verifyfenter wour information below, Be sure to be as accurate as possible, misinformation may prevent vour applications from being processed.

Yerify/Enter Student Information

Student Info: (MNote: Do not enter your Home of Record; please enter your current address.)

S5M: 222222222 Last Mame: I First Name: I MI: I
Gender:IMaIe 'l Date of Birth:lJan -~ |2 =l | 1962 - |

Street: | City: | state:| | zim -1
Home Country: |P|ease Select Your Home Country ;I
Security Clearance: I ;l

Disabilities: IND b I Special Requirements: [{:]
Origin Airport Code: I Click here to search for an sirport code

Pay Plan: | ;l Pay Grade: I - I

Moke: After selecting a Pay Flan and Pay Grade, fillin the Fields below marked with a #
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Phone: | - - Ext: | DsN; | - Ext: | Fax: | - -

Street: | city: | state:| -| zIp:| -

Unit Country: | Please Select Your Duty Location =]

Important! Since AITAS uses email bo notify students, ensure wou enter vour correct email address,
IF it is not entered correctly, vou will not be informed about vour enrollment.

Email: I

I
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Select an FY and Course From the lists below. IF vou have an approved IDP, only courses listed in wour IDP will be displaved.

Find A Course

Perform the skeps below to find a course,

Step One

The firsk step is to selectagfiscal vearghy st sobha Ao s and b ae Slisking on one of the lisked years,

p: 2006 =] 1)Select current FY

Training Category: DAL Continuous Learning (L) Modules

Step Three

In arder ko selack a course, first click on the down-arraw, ¥ou can then click an the scrall-bar ko find the appropriate course.

Course: ;I

-

STTETHICS TRAINING FOR ATRL WORKFORCE - CLM 003 Z)Select “DOD Government Purchase

The last s{GOVERMMENT PLRCHASE CARD REFRESHER TRAINING - CLG 004 - ”
cearch |A-76 COMPLETITIVE SOURCING OYERVIEW - CLC 037 Card CLG 001

| ACQUISITION OF SERVICES - CLC 014

ADMINISTRATION OF OTHER TRANSACTIONS - CLC 102
ANALYSIS OF ALTERNATIVES {804 - LISAF PROCESS - CLM 101
ANALYZING PROFIT OR FEE - CLC 104

ASSESSIMG PERFORMANCE - HES 127

A55ESSMENTS OF TECHMOLOGY READINESS LEVELS - CLL 010 x| TE 15 FOR OFFICIAL USE ONLY

ns7 Sugoestions? Please email us now,
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You have been approved for CLG 001, a DAL Continuous Learning Module.
The DAU ¥Yirtual Campus will send you an email with instructions.
Students are not dropped and;/or cancelled from DAU CL Modules.

Once approved, the DAU Yirtual Campus will send you an email with instructions.

Although this training is required for all DOD AT#L personnel, a non-acquisition priority is assigned all personnel who apply.

The priority has no impact on how soon you will be able to access the Course. Due to the large number of people requiring

this training, you may first be placed on a wait list before you are able to access the training material. The wait list works

as a rolling admission, which means that once an individual completes, the next wait, based on his/her date /time stamp,

will be able to begin the Course. Once you have been granted Course access you will be forwarded a Course Welcome email
from DALU.

1)Registration Process Complete.
2)Email from DAU allowing course access will follow.

Course Lookup Prepare Application Review Application{s) Change Profile Resend Emails m
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To... ||XXXXX.XXXXX@DF\U.MIL

(DEoco |IXXXX.XXXXXX@US.F\RMY.MIL
Bec, ||

Subjeck: IEnroIIment Motification - Course Welcome--# ### 2%

Dear XEEXXIIII,

-

Welcome.
go to https://atlas.dau.gov website.
Password.
Forgot User Name? or Forg0|t Password.
HName and Password via two emails.

¥You hawve enrolled in a Defense Acguisition Uniwversity (DAY

If you have mwisplaced or forgotten your User Nawe and Password,

continuous learning mwodule. To access the course, please
If you have taken DAU online courses in the past, vou already have your User Name and

they can bhe retrieved from the log in screen under
If you are a new enrollee of DAU online courses, you should have Jjust received a User

¥You will hawve 30 calendar days to complete this Continuous Learning module. Tou must get

100 percent on the exam to pass the course.

Thi= continuous learning module does not have an instructor available to assist

vou, The DAU Help Desk is avallskble to ahswer ahy questions regarding the setup or if you have difficulty operating the weh-
site or the lessons. Their contact information is listed helow., When calling in, select option 1 for the DAT Virtual Campus.
Good Luck!!

dtudent Information:

Marne @ XEIXE XEEEEX

Email :XINI.ZININIEUS.ARNY. MIL
User Nawe (LALAALARIZSG

1) Two Emails from DAU will arrive allowing course access.
They will contain your User ID and password
2) Follow instructions from email to take course.

Information:

Government Purchase Card - 3Jection - 9593
3tart Date :DD-MMM-Y¥¥YY

Expire Date :DD-MMM-YYYT

Enrollment
CLGO01 Dol
Enrollment
Enrollment

Instructor (s) Information:
Instructor : EXEXX HEXXX

Email : IXYEL. XAXXLADAT.MIL
Business Phone : 7033054970

NOTE:For questions or problems contact the DAU Help Desk:
312-225-2353/2060 (DSN)

703-695-2353/2060 (Commercial)

1-866-568-6924 (Toll Free)

Hours 0600-1800 Mon-Fri EST

You can Email Help Desk at:dauhelp@dau.milEmail

Helplesk can ke reached at:

1-866-568-6924 (Toll Free)

T03-805-3459 (Commercial)

Hours 0600-1500 Mon-Fri EST

Ffou can Email Help Desk at:dauhelpfdau.mil

JMicrosoFtEx... Inbox—Micr...l =
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| DAU Virtual Campus

Welcome to the Defense Acquisition University Virtual Campus!

A Department of Defense resource that supports the Acquisition, Technology and
Logistics (AT&L) workforce arcess to certification trainino and rontinons learninn,

If you are a student wantin 1)Enter User ID and password ¢ HERE.

If you are DaU faculty/stanm of customer wranmd OTNCe represencauves; external

Login to Virtual Campus

Username: ||

— Virtual Campus Links — reviewers and need an account, select Need an Account. Password: I
SHLEERT BT For assistance, contact the DAU HELP DESK at dauhelp@dau.mil or at 1-866-568-6924
Orientation to E-Learning (Toll Free) or 703-8B05-3459 (Commercial) or DSN 655-3459. when calling in, select -I
Help option 1 for DAU Yirtual Campus Courses.
NEED AN ACCOUNT?
Student Support Tools If you bookmark our website https://atlas.dau.gov, ensure there are NO numbers FORGOT PASSWORD?
About included for example https://atlasl.dau.goy. This cancels out load balancing between FORGOT USERNAME?
Laogin ta Yirtual Campus Servers.

Supported browsers : Netscape 7.1+, IE 5+, and Mozilla 1.4

| A for Courses | Orientationto E-Learning | CLC | Tutorials | AKSS | FAQs | News

(=] I_I_E|° Internet
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1) DAU Virtual Campus st

Student Acknowledge Enrollment WELCOME BACK KIRC TAVARES!
» ou have been enrolled in the courseds) listed below,
¥ Clicking on 'T Acknowledge' will verify that you are aware of the enrollment and that you are ready to start the
course, You will be redirected to vour desktop once you acknowledge enrollment.
¥ If you have been enrolled inadvertently to this/these courses please call the Help Desk at 1-866-568-6924 (Toll Free)
or DS 635-3459,
New Courses
Enroll Date ypiration Date
CLG001 Errolled 04,/05,/2005 05,/06,/2005
111 7 | Acknowledge
1)Select “I Acknowledge
|&]) pone l_ ’_ ré_ | tternet
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Enrollment

Student Desktop

® Toenroll in a course select ‘Enrollment’ fram the top menu.,

B If you are enrolled in a course, click on the course link to access the coursesare,

> . : I 1 )
— Virtual Campus Links — To request a Transcript or to Generate a Certificate select 'Records’ from the top menu

You are enrolled in the following CLC course(s).

y
1) Se I ect C LGOO 1 |ELGI]I]1 DoD Government Purchase Card Section 888

E-L! i
and Complete course E:En”g] Primary Instructor : Secondary Instructor :
Student Support Tools Start Date :  04/05/2005 End Date : 05/06,/2005 [View Gradehook]
Feedback

My Student Support Tools:
About

Logout Assignment: 0 FAQ: 0 Forum: 0 Glossary: 0 Library: 0 News: 0 Notebook: o

'You have passed the following online courses. M. Lt!épm

CON 237 Simplified Acquisition Procedures [Official Certificate] [Download Official Certificate] ..if"".

CON 110 Mission Suppart Planning [Official Certificate] [Download Official Certificate] g

CLM 003 Fthics Training for Acquisition Technology and Logistics [Official Certificate] [Download Official Certificate]

CLG 001 Dol Government Purchase Card [Official Certificate] [Download Official Certificate]
e 2)Once Course is complete; This is the =
&

S| e .| @ » 10CATION tO print out the certificate to turn
~in with Cardholder/Approving official
application

| &07 aM




	

